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ABSTRACT 

The eaployability skilla teaching lodule is one of a 
series of six Bodules prepared by Irojfct SP3CI <Special Partnership 
In Career Iducation) as a Beana of prefiding career awareness 
inforiation to edueable mentally handicapptd students (ages 11-to-1i 
years). After an overview, a module profile^ provided which charts 
the units, the activities in each unit, and the leiorrces or 
materials needed for the unit. The units includtd in the iodule are 
"Haklnq •^lie Count", "Knew your Job", "iork Habits", and "Doing the 
Job Right". A fourteen guestion asseesient test on "Sork Bablts" is 
included for use prior to the activities. Ap^endid are student 
Tesource mater-ials with the following titles - "Do your fork Habits 
Measure Op?", "Making your Tiie Count", "Setting to Know the Job", 
"Practising Good Habits at work", "Phone Msssages and HanBera", 
"Safety first", "Doing the Job Right", and "tccking Good". (PHR) 
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IHTRODUCTION 

Pwjtet S.P.I,e.l. (fpteiil Partntfihip In Cti-ttf |due»tion) 
was eenealvcd aj a maans of pvovlding eartar awasfanaia InfofMtlen 
to Intanadlata agad aduublo Bantall^ handloappod itudinti. Six 
aodulas hava baan davelepad tQV the Pro J act S.P.I.C.S« atfti^ltm. 
Thesa six aodulai ave deilgnad to aaac tha followliig alenants of 
tha National Sttfidard Caraar Edueation Modal: 

1. Cafaai* Awuanass 

2. Educational AMuaness 

4. Bagliuiing Coi^ataney 

5. Daeision Making 

6. aBployability Skills 

7. Salf Akrafonoss 

8. Attitudas and A^Tasiations ^ 
Tha six Bodulas uo antitladi \, , 

1. Self Awuvness CStandard 7) 

2. Caxeer/Edueational Awaaronass CStnduds 1, 2) 

3. Decision M^ing CStan^da 4, S) < , 

4. Econonic ANurmess CSt»datd 3) 

5. ^loyability Skills (StMidard 6) 

«; WfiWs and Ra^ensihilities Cit"nd«d 8) 

Badi aodule follows the sane &^tr « overviaw ttd « 
^ :tctivi*las ieetion.' * . 



Th« ©vtrvlw ineludiit Modult Objtctivtj Student Ptflormanei 
Objtstivtsi MeduU Orgwizatlon ; Moduli Utlliittioni Aiiisiini 
Studmt Aetlvltits. 

Follwing th© ovtivitw ise th« ictlvitlts for tht aeduU. 

Th« dirtctioni in th» ovtrvltw infew you of my ntctnaTy, 
additional mattriali n»ad«d fof th« eoatplttion of tha modula. 
Also, •stiBated tiaa spwii Includtd to halp you decida how 
tha Bataiials could be uiad in the classrooa. 

The nodulaa aia not intandad to ba itTlct rul«s for iapla- 
aanting a progrmi tathar, thay ara to ba cmsidared as guida- 
linas and suggastiens. You ihould faal fraa to iltaT, add, 
axcluda, Qt Ignora any of tha activities Includad in tha ■odulas. 

Matarlals for tha Project S. P. I.C.I. Cwrrisulvai includa: 

1. Original nateriaU desipiad by ^Qjtct S.P.l.C.B. 
paraoiuiel and teachers. 

2 . Materials adapted ftoa Valuing tooroach ^ 
Caraar Education, 3*5 Sarlaa.publiahed by 
Education Achievement Corporation. 

3. Materials ftroB the State of Florida, Departaant 
of Education, Division of Vocational Education, 
Breloyabillty Skills Series . 





4. Cesiercially produced aaterials fifoa: 
Walt Disney Pro<tactions 
Society for Visual Education 
IfcDonald's Corporation 



Th* eartat twartnass ptogT«a you •sttblifh foT your itudintt 
mat Bitt thtit ntida, Juit M Pwjm S.P.X.C.E, mtt th« nttd» of 

eu* itudtnts . RwMbtf , Pro j tetS.P.I.C.B. iiMti eurrieulia 
you introduci In pliet Qt »n txiftlng profrwi but, bow laperttttly 

WaledM M PMjwt S. P. I.G.I, Wt hopt you find It u «eitin| 
ind SMMiiful ti wt havt* 
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OVERVIEW 

mam ama ttn 

Tilt ttudme viil dtvtlop and d«Mnatm« work hablti wtileh 
e^tfibtttt to ewow •ueotit. 

tHo ttudtnt will bt «bl« tot 

I, Uit two thl^gi that eould h^ptn to hia if ho wtft 
^sent or Uto Ht mrii, 

a. Stiito what ho ihould is It ho ii to bo •himt or l»to 
for wrk. 

3. Bogln mA flnlth « tuk on tUM, 

4. Stato how to got holp tho tlrtt d«r m tha Job. 

5. Stato what ho iheuld do if ho aakai a i^ttako on tho 
job. 

6. Uat two things that my ha^on to aoMono who atoalt 
geoda fnm mA* 

7. Rooord a fdwno masago. 

8. Ust tuo thingf to to if ho fi»da a aafaty hasatd at 
work* 

9. Coqploto a task without tooaktog my atfo^ naoa. 
10. Coqploto a task irttiraat Mating ■atwials* 

II. eiaaa and ronsm tools tmA aatarials aftar oo«- 
plotisig a task. 

12, Follow i^tton tostrvstiWM. 

IS. Pollow owl tnatnetlMis to eoiploto a task. 

to til* wmo of this aoAslt, stydmti bo^M awart of ^d'werk 
hd)its rolatiag tf siiml md ftacim 



UUt Is StuiMti teMM nm of Chi Up@rt«i«t «l teiiig it 

«oslJit to Mrti m tlM» •meltiit Jeb 
ptriefMfKt lAiU at mrk. 

Unit It: StudMtf iMtn nHit te 4o on th* w «t tehoel 
Aarlns th« flrtt lUj^ of sttM^nst w wf Ioy»mf . 
Th^ »lto ItMA IMW to Mk for •itlttwot Md Nhat 
to ite if rilitaltti tft m4«. 

Unit in I S»ii«Rtt btoMil aequiiattd with th« emotpt of 
honoitri uummttt takimt phono MtMg** 
sofoty en tho Joh. 

Unit IVs SttMlmti low* Mthodt iihort^ thty «» in^loiwt 
nt« IdtUt uit ooaftDiy •M^fMit vlth tirti 
oitahliih ntot wrt avo««, follow divtetiona md 
bt iftll-groea^ m tho job. 

Hiit unit Mttt ht Miooitttd with tht ufo of mmmity oattor oon- 

tulcafttt, poor intorootim and paY«nta. Studmti Mast ho ahlo to toUto 

thoto NOYk hoblts to prosmt and ftitwo astivltios. ^ using all eoa* 

pmonts iot dolivny of work hahita, atudmts can undtnta^ tht 

lifortwoo of dovoloptoi good work hahits. 

MOflUtg unUZATIflN 

'mis Hdttlo Ytfuim addltiwMl pr^MwtioA mi pindng. Ml 

pagos iroa Oood Worti an pfov|dod ^ ^o HMtalo. AdUtlonal ••haads-oa" 

■attrials that mn nrailrtla to ^fon ^ nd ahAuld ho usod, ^tolfieftllr 

additionai aetivltlts am roqpiiMd to lAo ioliei^ vnltst 

Ctait l! Koio-pli^tog iittMtidna for tho stud^ of cudi»ass 
and ttsmtooin* 

A' 

t^t lit Ralo-pl^l^ slttKtleiu fcr on*^fJob a^tfioa, 

Ubit XII I Hottma of «s«fo ^nditiona at iwtk nd sehool* 
TUk '*nipaMts ustog apt€ifi€ miaAfmtm, 

unit XVi Siaylatod Noridag •itQatlona || noat Md aosax wotk 
ttoas. Sots of wal nd iwitliA ^votttons to 
follow. 

Hiis ao^o is doslgnod to bo wod evov m «etMdod paHed of t^. 
Artivitlos bo tftilisod 111 m 9m^inwi howovot , boglaniiig tetivity 

3 . 



3 

thmli U Ui« 6iBlft»»»iif Utint Sealt. n$ mini mf U uttd 
p«rio4U«Ur tiire^tftmft tht unit, Tht •lUbUtlMmt «f preffvtt 
€h«rtf 9f if«rk hA^iti wy bt iaiplMMCftf «t tiir %im durini 

Studwit iehiiViBtiit %m •tiMitd in myti (A) by «v«lyAtiiig 
th* ^llty ef t«iid«fit*f ^rtlclpAtion In tht ««tivlti«« of th« 
sti^t, m4 (I) by i4tlMtttrlli| tH« ttit «t tha sf tht M^t. 

CA) Stud«ti pi«4tip«tt In » >mri»ty of Iwniaf tetivititi in* 
eiiiding 'liAndtHm" AetivitlM, «ll ef •» intMdad t« h«lp 
•tud«ntt Miiitvt ©»• er mm ©f th« objtetivti, fhm, yew my Mt^liiti 
p«YtefMn€« eTittrlA Ut fuh Activity md •valuitt ttuimt aeMmMnt 
teftd iqpen ft nudlOTt*! pftniei^ttm In th« i«unlng «tti¥itl*t. In* 
femi nvlM* tttts an ptevitfad fet all isiita. 

Ct) StudMt ftttaiwwc 9f tha ^Jattlvas ier mi aeAaa em U 
Maaw^ In part by tba TxiM^Palaa tan prwldatf at Hia of the 
H^a. Dii«€tlOAa fo7 tatt adtoWstratim at* ineludad, aa wall u m 
mawar kay and a tabli^iAieb ralata aash Itaa to tJia itudMt objaotiva 
idth lAieh it it aatooiatad. 
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-MODULE PROFILE (c 



TOPIC 


LEARNING ACTIVIT] 


tolVITY I : First Day At Work 


Introduce ^Lltivity by dis 
tha aventi{o£ tha first d 
school « iifOdants raad pa 
Good Work» Studants comp 
- activity 1 page 15. 


ACTIVITY II: Make A Mistake? 

, 1 




Introduca the idea that s 
mistakai are mada on tha 
'at achool» 

Rola play a work situatio 
one of tha workars ^kes 
on tha job, Di#euis how 
^andlad tha mlstaka and o 
. in which it could have be 

^ava studants read pagas 
Good Work and coi^lata th 
paga 18. 

Rapaat the rola play acti 
discuss which solution th 
iisad In corracting his mi 


^ UKIT III: Work Habits 






ACTIVITY I: Honesty 


* ■ 


Prasant pagas 20*21 in Gg 
i^udants complata activit 

' / : ' . ... 







- . RBSOURCES/MATE^IALS 


ng 

3-14 of 


Pages l3*14s Good' Work 
Actiyity page IS^. 


mas . 

idilch 

rorkar 
ways 

' ef 

and 

*kar 


Pages 16-17 of Good Work 
Activity page 18 
Salf-Tast page 19 


irk. 
le 22. 


Pages 20-21, 
Activity pa| 
Self-TaBt 


Good Work 
[a 22 
ge 23 
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. MODULE PROFILE (cont'd) 




TOPIC 


LBAMIING ACTIVITIES 


RBSOURCES/MATERIALS 


1: (Cont'd) 


Aislp studtnts to bring in ntwi 
artlclfs of ixwiplii of workers bilii| 
^ honest ,«id dishonest on the job* 
Discuss the consequenees of each. 


f' 

Newspapers 1 magazines 


II: Manners 


Discuss the inportanci of taking 
phon%ttesiagas while at worki 

#• ■ . - 
Pages «24*26 in Good Work. Sttidents ^ 

pair and practice tsklni phont 

messages on activltx piges 27| 28, 


Paies 24*26. Good Wdrk 
Activity pages 27, 28 
Performance Test pagei 29, 30 


III: Safety 


Introduce the i^ortance of safety 
rujes for school and work. Include 
as many safety le^soni as poisible« 
Display pictures of unsafe conditions 
at work or at school. 

Discuss with the studints how these 
, unsafe conditions could be hazardous 
to employees! students i or customers. 

Present nages 31-33 of Good Korkt 
Students conplitt aictivity pages 
34-3S, 

Assip each student a task which in- 
volves using equipmmt otiibr than a 
pencil; Bviluate the;stw^^^ 
of his ability to conplrte a task 
while observing all safety rules * 


Safety Lessoits 
Pictures 

Pages 31-33 in Good Work 
Activity pages I4| 35 ^ 
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MODULE PROFILE (cont'd) 



TOPIC 


LEWttfING ACTIVITIES 


s RISOURCIS/HATIRIALS 


IV; Doing Hie Right Job 

m i: A Batter Way To Do 
The Job V 


Have students read pages 36-IS in 
Good Worki Includad ii a one-act 
play to be perfoned. Students 
coo^lite aetivlty page 39, ^rou^ 
dlseussion following the play* 
students can be guided into a problem 
sharing activity. 


Paeas 36-3S. Good Work 
Activity page 39 
Self-Test page 40 


in Ui Care of Coipany 
Pic^petty 


. studv paees 41-42 in Good Work. 
Students coiplete aotl^vlty page 43.^ 

Discuss the waste and ittisusi of 
Mtertals in the classreoto^ B^laln ; 
how thli practice can be #li!iilnatid 
or solvtdi 


Pages 41-42 in Good Work. 
Activity page 43. 


fITY III: Niatiiiss 

> 


Introduci activity by havini itudints 
exanini th«ir work am and discuss 
the effect of a neat versus a messy won 
area. Relate this esqperience to 
pa^es 44-45 in Good Worki 

Siaulate two work esqpirlencei 
identicii tasks, pni h^lng a student 
work in cluttered suTOwdings 8 
the other in a neat wort ar^^^ 
Discuss the slfflulaiion in tero^ 
efficiency. 


Pages 44-45. Good Work. - 

t ' ■ ' . • ■ 
" ■ A ■ • ■. f 

OB— 


1^-- . • ^ • ... - 
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H^E PflD^Il£ (coot'd) 





mmrn activities 




RESOURCES/MATERIALS 


t 

nVi IV: Following Direetlons 


Have itidents eMplito a sliq^le task 
of foUwing onl initTUotions, 
Glvt sivtnl t^fflenees of this 
nature with eadi set of initruqtlons 
involving Bore tasks to be oofpleted* 

Students read pages 4o'-47, ueiineate 
rules to be followed in feeelvlng 
otal dif ections. Wsouss the sevtn 
fules for list^lng to etai In- 
stfuotionSi Diseuis the eoipleted 
taski escpiaining now ustaKes wtre 
Blade Jm4 how these nist^es^^uld be / 
av6id^ byi following the seven rule$; 

Pfisent students Viiith*siq»lt i^^ 
instfurtionsi Assip students severftl 
tasks with' instfuotions inAeasint 
in difficulty. Prtsent |age 48 in 
Good Mofki Students should be giv^ 
additional prartice en oo^letlng a 
i task by reading instruotlons* 
Students eoi^lfte artlvlty page 49. 
, . ■ : ■ ^ -J . ■ ■■■ ■ 


• 

i. 

t 

PuM^B 46-47, Good Iferk. 

Paee 4S in Good Work 
Activity page 49 
R^iew page SO 

Performance Test pages SI -S3 


-"-f - - 

VITY Vi Looking Good 


Ptestnt naees S4*SS In Godd Work« 
DJjeuss dress ocdes as they relate 
to s^ool fmd various oooupatlons. 


Paaas S4-SS. Good Horfc 


.1111.1 ^ 

Vm VI; Rating Scale , 


Have stud^ts CM^plete the 
^loyee ^ting Soale^ Co^^^ 
rating sdale ftos the begirtniAg of 
Itait I with this one/* 

N- ..... -. \ - - Li-l^L. LJ IIJE JJU..^n,.M. 


i^loyee Raiting Scale, page 2, 
Good Worli. ^ 
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MODULE PROFILE (cont'd) 



gtidant iheuld pnpin daily ehirti 

of ttoit habits and uimi lit 

par lotwuiet at sdml. ; 

Tha taadwr, j^rnt or stydmt diould 
daeldt whleh mrk habits should bt 
aMad or dalsttd tsm the list. 



mSHm ACTIVITIEI 



RESOim^/M/ktfRIALS 




LEARNIN6 ACTIVITIO 

vim I 

' ' moag TiM Cmm 

1. Un tm ^lap tiiM nnlA U Ua If to «wt a^MM 

^ ^ m^ » ^ 

2. sue* Hto U OmU is if Iw it «e to ibMnc 

taalato t* Am tiM tfatoMtt tUt aaiidt tiiy iiui to M«nii«f 
i^iU tttt will tU nmUmOmi^im ft Ji» to «to ^ to 

^^'eop]Ul^i|:\ai i^to|;;aa^ 
2) JdittM *Wlf^ fiW^ 

ttliiif l^i^•M;tol^ #t^^^^ if 1» 



to^ieto thif aetiyi^ to tto «t«idMits ^ «^lrt i itog thtr 



iM ^ san te Melt etttof »• wMi toliiltf einiimetivt 

im» OA tow tliMa ttiAiff eeal4 to topmvid.^ 

Ask ttuda^i ttWk rt thpto'lipleyM tettoi nm utot Oay 

hm 1M»«4 to tkii 41*6i»» it«M l-S with «kM. md irtnato* 
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iA«th«7 ^mfu WKf nc«4 te Md« In ttwlv leUM* Ask ttish 4tiM€i«M as 
**irill ymi b« ibl* td kt^ fma JebT Hon em you ptsetielag t*^* 
hibUt aoMT Vill it h9lp In th» ftitunt** 



* 
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tkit n 

tow Ymt Mb 



:«M^' ilili tiMi^i^ 



.oMd in e«fftetist Mi' Bitttto.':, / 



it 



mt in 



S. on ttM M * ha Mala a uim huw^ 

4. CMplaca a tttk witfiaM toa^lat m Mfttf ivIm. 

ttmiMa ^ia mmnw w ftai^ta ^ trtUai mr «• 
M ia iMMim 4 air mmm^ m^m^- 
temiti oa o* %» tat kaaaa^ Mi alu^w ka ^anvai. ftMwt 

^^if^ . • «• ■*£ fcBMat «^ Jafc. tta^M^fBfa 
ti tacliHad 

Aaft w ita i t t Bti ta mm nttelM af ^^bmIm at iia^to^v 

MagiiSt as tlM jab. Mae Salvia wtiaSM af itMcm Mtiw Ma- 
kawMt aa tta jek. Mam 



Mason lAtk atadaata ^ lii«rtaBM at taMag 
ikUa M iiaik. 



iliio iMMfii* Hwa itnMtt ^ aaviial ^mm aMMgaa ^ ; ^ 
^^^^S ^IhP l»i » * it ^^ laelttdad 

fipTiiiJ uiiM aiiiitiiw (iltniTtMTi ■■ami , Aasf ^aata, at^ . 
Ii^ttia aa M^^^^^ iMiMa aa pafama. 

kq^lay ^latwaa ai MMte aandltiaM »fe wart ar at i^l. 

Maaaaa vitt tka atalMta hav tkaaa tMiala aaniltiMui aauli ka 
iMiMiMt to ai^ayaat, aMima av wataaMi, 



Prastnt pagas 31-35 of Good Woyk to the students. Coritainid in thes 
pages are stx methods an employee can use in alarting others to imsafe 
conditions i Two activity pages are included. These activities may be 
scheduled during yoia* science or health classes. 

Aisign each student a task which Involves using equipment other 
than a pencil* Evaluate the student in terms of his ability to complete 
a task while observing all safety rules* 



S xs 

Unit, IV 
, Doing The Jeb^Right 



Student Pe^fofsanee Qbjsetive^ The student will be able to: 
I, Coi^lete a task without wasting naterials, 
2* CI tan and rttwn tools wd matarlals after oonqploting a task, 
3. Follow wTltttn instructions. 
4« Follow oral instructions and ooo^late a task« 



Activity One * A Bettor Way To Do Th% Job - - 

Introduce this activity by e^laining to the stiWents that they 
will be leaning aro»prt**^ Mthods of conveying their ideas aboirt their 
job or school work to their ^loyer or tester* Often irtiile on the job 
an employee discovers a Mre efficient way in lAi^ to perfora his task. 
DOTiiXg this activity students will leara the best way to introduce 
these ^new methods to ttelr enployer . Have students readC pages 36-39 In 
Good Work , Contajjied to these pages Is a one-act play, and two TOthods 
of suggesting better ways to perfora job taiks * One activity Mge is 
IncltMed. 9y participating in the one^-act play, students discwer 
alternatives to initiating ideas on the jib. Through discussion 
fbliowiiig the playt students can be guided JM© a problem sharing 
activltyV B^lain to the studTOts what aight haCTon if they do not 
fellow suggestions learned in Good Work t 

Activity Two - Care of Cogpany Property 

Students should always understand the tiportance of caring fSr^ 
hls^loyer's or school's equiipent* By studyljig pages 41-43 in 
Good Work, students are made aware of the cost to a coapijiy or school 
lor misuse of materials md lequipment. They will also become aware of 
the possible reprisal of' wasting or \mlsusing uterials , Qnm activity 
page is included* * u ^ 

Discuss wi^ the students the waste and misuse of materials In the 
classrooi. ii^lain how this practice can be eliminated or solved. 

Activity Tteee ■ l^eatness 

^^^^^^^ ; studmts examine their^^OTk 

area* Discuss the effect of a. neat versus a messy work area. Relate this^ 
e^rience to pages 43-44 in Good Work* Contained in these pag^ are 
three examples of why neatness counts on the job iid in sdiool* Steulate • 
tm work experiences of identical tasks* one having a studei^. work in a 
nM# work area and the other having the student work In cluttered^ siwound- 
Ings^iiiDisfiusr the efficiency of both sttidents, the time it took to 
^^■fiieteV etc. Through this experience students can visualize the iin>or- 
tttce of neatness. 



Activity Pour - Following Dlractioni 

This activity is doilgntd to hoip students i^rovt theiy ability to 
follow written Mid oral direct lofis. Begin the activity by having students' 
coi^lete a sii^le task of following oral directions. Students should 
participate in several exercises of this nature, with eadi set of oral 
instmctions involving more tasks to be conpleted. 

Pages 46-47 in Good Work , dellneat^r'rtttos to be followed in re- 
celvijng oral directl^ Kscuss the seven niles for listening to oral 
Instructioni. Repeat the activity of having students complete a task 
via oral instructions. Discuss the coap^'ted task, ej^lalnlng how mis- 
takes were iMde and how those nistakes could be avoided by following the 
seven rules. 

In this activity students ttuit also conqplete tasks by following 
written instructions. Begin by presenting students tasks with sl^le 
written instructions. TOey should be assigned several tasks with 
instructions increasing In difficulty. Present pages 48-49 in 
Good Work . Contained in these pages are six (63 rules to follow when 
reading written instructions and one activity page. Students should 
be given additional practice on co^leting a task by reading instruc- 
tions. This lesson may be incorporated into yom lanpiage arts lessons, > 

Activity Five - Looking Good 

"Introduce this activity dwing yow health class. Students will 
be learning the ij^ortMice of good grooming for on the job and in 
school . Present pages 54-SS in Good Work to the students , This would 
be wi excellent time to talk about Ideas such as dress codes - Should 
a sdiool have a dress code? If so, what should it be? Why do some 
places of ei^loyment insist t^n uniforms for their eTOloyees? What' 
kind of (teess codes would be.appropriate for cashiers in a grocery 
store, barie clerks, flight attendmts, etc? 

Activity Six - Ratine Scale 

As a concluding activity have students coa^lete the Enployment _ 
Rating Scale, Cospare the rating scale co^leted at the beginning of 
ttolt I witK"thls one . Assign studaits to evaluate the areas in which 
they nee^ toprovMiwit. la^ student should prepwe daily diarts of 
those habits and assess hinself according to. his perfonance at school 
that day. Itork h Aits should be deleted or added to the list as 
necesswy. You, the student, md his pwents should be able to decide 
idiich work habits should be added to or deleted firon the, list. 
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, 17 

Ttst A^nlstratlon 



Pyg-Test 

By aiidnistirlni tht time-false Work Habits test before using my 
aetivlties in the aodule, you will have information concerning the 
student's jpresent knowledge of ' work habits. 

The test eonaists of fourteen iU) true-false stateaents. Students 
inay read the stateBents uid circle correct answers. For those 
students \mable to reW the test, it may be adainistered orally, with 
students circling the answers. 



Post-Test 

The post-test should <9e" given at the conclusion of the module. 
The post-test is identical to the pre-test. Directions for 
atoinistering the post-test are the sane as for the pre-test. 



Teat Answer Key 



Objective No. 

m 1 



Item No. 
1 



^ . Cotrect Answer 
P 
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. WORK HABITS 

1. Your boss could sue you If you art late to work frtquently. 

TRUE FALSI 

2. Your boss eould firt you 1f you aife latt to work frtquently. 

TRUE FALSE 

3. If you are going to be late to work. It 1s a good Idea to . 
call another worker and ask him/her to call your boss, 

TRUE • FALSE 

4. If you are going to bt late to work. It Is a good Idea to 
write your boss a litter to let him/her know. 

TRUE FALSE 

5. ^ If you are n%w.on the Job and don't know how to do something, 

you should askvhow, 

' , true\, • . false; 

f ■ ' - ^ ■ i s . 

6. If you are new on the Job. it Is probably a good 1dta to go 
ahead and try even If you don't know how to do soinethlng. 

TRUE FALSE 

' .. , ■ "t ■ ' ^ ■ " ' 

7. If you make i mistake on the Job, you should, ^1f possible, 
keep your boss from finding out that you did 1t. 

TRUE FALSI 

8. If you m'ake a mistake on the job. Ignore It. Evirybody 
• makes mistakes. ' 

TRUE FALSE 



9, If you steaV thiflgs from work, you may be caught and arrested 

ttf— --^ -'v^^^^ , V . .falsi' ■ ■ ' V 



10. If you sttal things from wdrki you may be fired with no 
unemployment benefits. 

TRUE . FALSE 

n. If you set an unsafe condition at work, you should try to 
correet It, if you can. 

TRUE FALSE 

12. You can ignore most unsaft conditions because the safety 
office win take care of them. 

TRUE FALSE 

13. You should discuss ways of doing your job better with your 
supervisor. f. ' ' 

TRUE FALSE 

14. If -you discovir a better way to do your job, try to, persuade 
your co-workers to try It. / 

TRUE , - F^LSE 



CH0OSXN6 AN OCCUPATIOK 



Stleetad Pages , f MS 

QiOMniG AN OCCUPATION. 
PERSONAL FXKAKCBS 
dOOD NtiAK 



"* . . ..... . 5 ■ 

Cax0w Edu^tlen Centtr 
Florid* JUte University 

ptttstumt te a erettact witk tW it«e of Plort D^aaftiient of 
EtoMtlon » Divliien of Vocatlesal I<h»»tira . 

Ptiaissleii for rtprlntiAg of th« solocttd pagH baen 
obtained . &em I ; /_ ./.-^ .^r:., [\. / \: ^ ....^-Z:::' : . _ " \ 

' ' State of Pl^lda ; 

SepM^^wit of Bi^i^ 
. Di\^i«i ©f va^tlonal I&cfttlen 
Ralph Di Twllagtoiir CMnlasleBer 



NSyrii Pag* nutoers lA parertheaea co^ P*ges in the 

origin»l teact Mterlal. 



I 
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APPffiiDix - STODarr resource materials 
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Do %Mir Work H«Mte Mmmmm Vp? 



Employtrs wiiit werktrs whs Itkt th«lr jobs. and who show it 
by having good work attitudtt and by praotletng good work 
hablti. Thay axptet workars to come to work on timt, drass 
proparly, obsarva oompany rults, follow instruotlons, and gat 
tha job dona ebrraetly and on tims. 

Many ampioyars usa rating soalas to avaluata (grada) thair 
workars on thair Job psrtormtnes and work attitudM. Thtaa 
rating sealas ara placad In tha amployaa's parsonnal fits. 
Whan tha superviaor Is thinking about promoting an em* 
ployaa— or firing one— s(ha) uses these flies to help in the 
dedlslon. i ' ; ! 

Many of the same work hab|ts apply whether you're a student 
or a fulMlma worker. Use the rating soale on the next page to 
evaluate youraeif as a student. You will fill It out again when 
you finish this unltr If you've tried to develop good work 
habits, you should see that you've made some progress. Be 
honast with yourself; no orje else isjolng to look at your rat* 
Ing. When you finish, look over your rating soale and decide 
whioh areas need the most mprpvernent. 
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□ 


□ -■■'..tf^l 


LJ 


n 






□ 




□ 


□ 




□ 


□ 


□ i 


□ 


□ 




□ 


□ 




□ 


□ 





Chiekeni(i^) | 
POOR AVeRAOi OOOD $ 

1, Hm a good «tttnd«no« r«€srd (Is s«ldom l«tt or 

2. MtkM eood ui« of time (Starts work promptly, 
dot tn*t wut« timt) 

3, Mttt»l«idlin«s (Plans ihtad and saas that work Is 
finlshad on tima) 

4. Showa Inltiatlva (Works hard without baing told to) 
§. Doasn't giva up aaslly (Trias and trlas again) 

6. Showa honasty (Can ba trustad, aedapts tha blama 
forownmlstakas) 

7. la da^ndabla (Always finlshas the Job) 

8. Doaan'l waata matarlala (Plans and works carafully 
a© no. geoda a» darnagad W waatad, takas good 

oara of toola and aqulprr^ant) 

i. Ob^a safety^ re^^ ^ ^ ^ 

following all aafaty Instruetlons) 

10. Pollowa Instruetlons I (Pays a □ f □ 1 
V dlfaetlons ara baIng jglvsn and follows tharn 

, - ^earafully) :■ ■ ■ i ' " , ^ -':fj 

11. 'lawllllngtolaarn(Shovij8lntarastlnl^^ □ □ D 

parfofmanea, follows u^ on suggastlons) 

12. Works accyrately (TaHes; eara^^^ t^ do avarything □ □ ^ 
rlghtrd^anot rnakaearalaas rnlstakas) 

13. Gat* along^wall with othare (Oats ate^^^^ □ □ □ 
aupwisorrco-workarsj^^ 'I 

, tKra and thoughtful of othars) ^ 

14. Sh^wa loyalty (Spaaks wall of tha company and Its □ ■ □ 
; pfiauets, doea not giva put eonf Ida 
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Making Your Time Count 

ilAMN(erL«te»WlwttC«iffiqV«i - 



OH, AMv 
r LME? 



NO, THE OTHiR 57 
EMPLOYEES CAMETD 




"Did you rttar that Stan got fired today?" 

>*Y«ah, Mr. Solin^alty bitw his top. Ht said that Stan had 
shown, 'ip late for work Just once too often. He'd warned Itan 
last munth ta start infbwing up on time or to took for another 



/'^^^ did have soma problems that made it hard for him 
jp get here on time, but I guess that's hi$ probtem, not thr 



^pi^inpifty's. Ht knew what 



imploytrt gtt angry whtn thatr imiiioyMS •rin't at 
wh«n th«y •HouM TVttrt'a a )eb to bt 0mm and whan 
worKara don't arimur uo to do It, ttia oompany (Maa monay wi^ 
vaiuabia tima. Whan you talta a )ob, it'a yp to you to arm^ 
for tranaportation that will gat you to worti avtry «}iQf and on 
tima. If you mita work, or arrlva lata too oftan, you may; 

• oawafnadOyyourauiMrvlaor 

• Oa raamtaci by your €o>woflMra 

• raeatva a low amployaa rating 

• mtiaaprofTiotlonorralsa 

• havtyouf ^ydookaO 

• gat fl^. 



■ l ■■■■ 



■a wamad by your ai^arvlaor. Tha fint tima you ooma In iatt^ 
your auparviaor wilt probably not do muoh mom than apaaH to " 
you about It. If It h^pona i^ain, you'll ba ropilmandad'and.^, 
gtvan a warning that oontinuad latanMa may you fm»}~^ 
lob. Somatimaa you oanH halp baing lata of abaani, tlian yewr 
ahouid lat your auparvlaor know your raaaon. You may MRpf 
auddan alsknaaa In your fmilly, or oar troubia on tha way^tl'^i 
work, Sut «^ thaaa rwMna wont ba aooaptad If thay oeour 4 
toooftan. . . ' 

M r^ntad ^your oo^Moilnra. Wl^ 
or abaant it oftan makaa things hvdar for tha othar workara. 

^Thayii^ 

up..;Or,:if iMr Ml:#art^SlM^ 
stand around watting for you/Altho^' moat paop" 
mind hoping out In m omMgan^t thay w^H mnttd'tfO] 
|ob or ba hold up by you tagutairtr* iaaWaa. If you donM^I 
to gat to worfc^ tlm^ why ahouW th^ ^ ^ 

Raoaiva a low amp l oyaa rating. Suparrtoora avaiuata 
workaraw alraguMrbMrai uauMhrbAMoelw^ayaail 
ira lata or^ ^antbOttanl' ^riitt«ndiiMiiitiig|^^ 
f aotad. A low ratify af faota m»t only your pnlMnt fo^'^ii'l 
bad on your raoord whan you apply forjoba with ottiw ^11^ 
paniaa. 

V lilial:!i;'pfomi^lli^lHaft!;^ 
.r ^at:^u«iii|^^piioili^pflS^ 

ba eountad iM^p^liiiSupjBlva an amployar tlia ImprMiaioii^ 

that thay don't (aka t^pMi^ aaribuaty «nou^ 

Hava your pay doekad Your amployar may dock your pKf} 
(aubtraot monay from your payeliack) avan If you ai« Of#4* ] 
faw rninutaa lata. It you*ra abaant, you may ioaa a full^in 
pay. If yOu aran't putting in a hiit day't work, why ahouid youj 



Mt MM f df on«7 Imploytfi lot* monty mn§n mrkm don'l 
^1 in th«ir fylt timt. Imtoini a fMlory trict ^yt 100 worMrt 
Meli taso an hour to pMli boxM. if MOh worHar mlitaa a 
naif hdiir a day ^ aliewme up lata or takino a loivo lynoti, tl^t 
(^mpMy win loaa a day, MM a wttit, m4 m,m a 
yMrl tlwt'a ona raMon why amptoyart vt ao nard ort 
L womafa who ara lata or aMant too ottih. 

M fifitf. It you eontiftut to Ot abtant or lata you wilt loia 
' * your |o& Moat amotoyari eonaWar a taw wawlntta to IM •uffl- 
oiant. If an ampioyaaa»i titafrtaiwa doaan't Impro^ tht am. 
pioytf doaifl't hava m otW §iwic« but to lit himmar go. 
Tha atapa uaually follow •omathino Hka tht k 

* 

• gat wamadoy your tupafviior 

• M raaantaO tty your eo-worliari 

• raeatva alow arnoloyaa rating 

• mist a promotion or ralw 

• youro^ftaOocKid 

• gatflrad. 
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Utt IM Six ihiftQS met my Htpptn to you » yeu art abMnl 

(remwofliorlatr. 



2 



Ymi «• ttit pTMiMfit ot TiirM4tar« Ptbtm. You pay aaeii of 
your to MWM^tM tl an ttmir to ran tha maettlnaa. It each 
wrorliar wMtM ofw ti^r m mf aMmin§ up Ma. UriiMS • 
lo^ luf^ or laavlne awl)^ Hew myon monay 00 you loao 

- ■ ■ ■ ■ . - ■■■■■ ■ . * 

i4 an tieyr X lOamotayaM^ ■ * mdm^i 
ffluon do you IMO aaoh waak? 
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M you kflMv ttM aoma Job a^l^ton fornia aak you how 
fnaiiy 4iQfa you wara «Mant Ifom aMM tfurftiQ ttw fMM yaart 
iioal w^l^Ww 

• loi of iMol wm prew^ oonunut 10 M Wa and «m 
a M ^ «Mf^ too^ Ara you • ewaon? I^.ara wmi ^ 
WiMont to ttilMt afioirt. (Yw tfon*t Mad to wrfM down yoiic? 
anawaia^ ^ -a 

• Do you airlva ft law minutM ovly for maollnoa 
Mdappomtmanta? 



• wnan you aio tata Mr an apoolnimant do you worry 
•CXMit tha othtr parson having to wait for you? 
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About how many days have you been absent from school il^ 
this year? Use than 5? More than 10?; ^ 



Hovv does your attendance compart with other people in 
your class^average, better than average^ or worse? 



Are you often late for school in the morning? 



♦ % 

What are your usual Masons for being late? 



^oversleeping 



jransportatlon problems 

^not having clotheSi books, or homework ready :^ 

.getting ready too slowlyi or doing too many other 
things . ^ % 

.reasons beyond your control ' 



VVhich of these reasons could you oorreci If you really 
wanted (or needfdi to? 



How could you make sure you were, on time? (get an 
alarm clooki take an earlier bus, set out clothes the night 
before, etc.) 



V 
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Being on time is Importaht for most Jobs, but fojr some qocu* 
patlohs It's oritlcal. See If you can list three occupational for 
which you would always have to be exactly on time. ^ 



](fYou Csm't Come to Hbrfc, CaU! 




Employers j#i(lztflf»atfsoptJliTi^|tm^ 
you t^/ay., f rbrtf: t,h«!]QbAlf!yQd ;hiv^^ 

work or a'mtm6©^of, yoi^r':faMily la -sudden .. , ^. 

good reason/fof.gtlngilatk^^^^^^^ 



enough/Your amployenhas to ^nowTabout^H?A^9ddlY^^^^ 
know that you will bi.late or &\^B9nU:Mlr,y^^^ 
exp/4||^ briefly; what ;has happened, and 8ay.:whtr^*|o"u^Wili;y| 
come to work^^ lf posstblA, let your supervisor know how you 
plan to make up for your abstnee and get yo^r work done! 
Perhaps a co-worksr can take over for you. Or maybe you can 
work overtime the ne^t day. The important thing is to: 

• call 

• explain. 



A phone call can solve some of the problems caused by your^ 
bHing absent. It gives your supervtsor time, to find another 
person to handle your job, to oall off a; meeting, or to ^ake 
necessary changes In the work aohedules (deadlines). A 
phone ' call also shows your employer that you care about 
your lob, that you are responsibit, and that you have a good 
reasoiydr not being at work. If you're too sick to phone, or if 
your qpne lep't worklhl, ask i friend or relative to call in for 
you (and to explain wHy/you can't call h 
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^.le consldtrattl Don't expset your employer to be able to ad- 
luat the work aehedule-on five minutes* notice, The sgoner 
you eall, the more time s(he) haS to make necessary arrange- 
mehta. Whenever you have to miss work, remember, call In as 
soon as you know that you won't ba ablp to soma In to work. 

Don't lust l^ve a message that you won't be In; e^p/a/n why. 
^Your supervisor will understand If s(he) knows that you 
i^slck or have an emergency, lut don't expect anyone to be 
patlent-wtth exeusersuch asiryou don't have a way to get4o 
^ work, you overslept because you were out too late the night 
before or. you Just don't feel like coming to work that day. 
Even a good reason, such as taking care of your sick children, 
won't work forever. When you accept a Job, you accept the 
respohslbllity for being there during work hours. You II need 
to plan for someone else to take care of your personal retpon- 
'sibilltles when you are at work. 

If possible, explain how you plan to take care ©tyour work. 
Show your supervisor that you care about your Job by helping 
to solve problems caused by your absence. , 

Queetien: What should you do If you will be absent from work 

or late? ' 
^nswen Call your boss and giva a good rea$on. 



ERIC 




In the two stories below, the employees have real probftms. 
that someiimes make them miss work 'or arrive late».fRMi[ 
each story, then ehoose one to consider,: If .^you we^ ^^<i^ 
ployee, how would you try to work out your problem wlth%3LU. 
supervisor? if you vveie the siipervisort what solution wpuTd 
you be willing to aooept? - 



1 



{ 



Whan Phit took a job working parMlmrt for a 
largt sporting godds stort, ht madt arrangt^ 
mints to ridt to work after tehool with anothar 
studtnt who worked in the same store. After a 
few weeks, however, Phil's hours wire 
ohanged. Now the only way he can get to work 
is by busi. If his last period teacher doesn't 
keep the ciasa late, and If he rushes, hi carV 
just catch the bus that gets him downtown 15 
minutes early for workl if hi mlssis that ohi— 
and he often dois-fhi arrives 1 5; minutes 
late. Phirs supervisor has asked him to stop by 
his office tomorrow, and Phil has a feeling it!i 
about his being late so qften. Phil niids the . 
Jdb and wants to kpep it, wr^t should he do? 
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Whan Glenda decldtd to go t)ack to wbrk.^er^ 
rtiother pffertd to keep her 3-yesir-p£ 
daughter during the day: But lately her fp^^ 
has Oesn^too sick to watch tHI^oHtlcij^Jr^f 
those days Glenda has had to stay hji^ilf 
her daughter. Her supsi^lsoc has sugg^t 
that Glsnda enroll her chjid In a i^y4,^rf\Cf 
ter, but Glenda Is worried th af sllCMiri^t liF 
it. If she doesn't find sonte soldtlonjo riert^ 
lem.Jiowever, she is going, to lose her' 
yqCi were^lenda, how would t^og handle thiSv 
problem? \ ' . , 




'I 



Vfrlte your suggestions here. 



There are no right or wrong answers to thfse questions^ be- , 
cause, each person looks for a solution that 8(he) thinks is 
beit:fQr|him/hsr, To;get some Idea of different approaches to^: 
problem solving, discuss ^our answers with one or two other 
students who hav^complsted this activity. - 



WbM You Get There, fcrW 

i V Many workers think that a good attandanca racord Is enough 
to satisfy any smployan so tHey arrive on time, tout then.they 
n rcut their workday short by doing personal things. It s so ewy 
t©: waste time.that many workers don't realize that s what 
t*^^' they're doliig:Soma take long luneh hours or too many coffee 
' ■ breaks: Others spend time on the phorie talking with friends 
' or handllfiQ parsonal business. Some waste company time Ijy 
talklng lo co-workers when they should be yrorklng. This 
wAtes4wlce as much time, since the co-worker stops work- 
ing too. 

Wasting ^mpimy time, Ilka missing work, costs the ^mpioy- 
i er money, imployara don't expect you to work for eight solid 
:(■■ hours wlthout^a break. In fact, mariy allow their workera.a 
4 morning and afternoon break of about IS minutas. iut, whan 
;^*""^iH"frrns Is over, employers have the right to «^P®st f full 
I; ■ d*y'swork. ^ . ', \ ' ' f^'''^"^' 

& Twb bio problems thai many workers seem to havs are begln- 
ff >:n|rig a.task on time ari(i gstting It finished on tlme.,^b Is a 
1?^ woSwr who has both troubles: It sesms to iske him forf vjr to 
' det'started on a task. Ha always has to gat some coffse first, 
^, vSr shaiian^s pencrir Once hi dbss .begin, hs.naye;^f*?yf 
%!%lth the tssk very long. He works.a llttia, daydrewna a little, 
Ifrf tiIKi a little, and then worka sems mor^i No wonder he nivsr 
If 'M meets his deadllnasi • «^ 



1 '-^ 



Soma tasks have assigned deadlines. Your su|5ervlsor may. 
say. "Ms. Wallsae, I nead a cpmplete report pn the Taylor ac- 
count by Monday miming." Sut for $asks that <jon't havs as- 
signed deadtflnei, amploysrs^pf et their, amploysas to set 
goals for thehaslves. Worker? who gat their J" , 

tima try to f Igura out how long It will take them lo finish a cer- 
tain amount Of v<ork-a few hours or a few days. Thenlhey 
kaab this daadHnt In mind and work toward It. Many workers 
find It htlpful to make n0.tas of their deadlines on a calendar 



fit . at work. 



gmployees who want to keep their Jobs have to get their work 
0one,on time. Trtat.means: , 



-'J 



UK . 
' r>,. . 



IK. 
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Name 
Date 



Maria works at the BreadMstet Sak«^Jn Hsatpr9«fi l^^^ 
She corriee to work iatd at least on<yiii^wM%vP[V!l|»P 
things that couiclihappenjo IVIarirfO|^i|i|i||f^<^|l£?^ 



a. 

3. 
4. 





1 



























What ars tW0JHIn9s ydu.shoutd do if you know, yotijji 
. absAnt from work or late? % 



1. 
2. 
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Gettingdo 





Your Rr^Dt^ai Work 

It was chilly and wet as Sarah walked up to the door of the three- 
story building. This v^s her first day on the Job, the job she had 
wanted so badly, iut now she felt nervousr Would her work be 
good enough? Would the other employees be friendly, or would 
she feel like an outsider? What kind of person would her new boss 
be? , . " 

"At least I'm not late." she thought. Good thing she'd left home a 
little early, because traffic was slow this morning. Sarah opened 
■ e door and went in .. . , 




Th/first day on the Job is difficult for everyone. It's common; 
for new workers to feel unsure of themselvesi to malce mi^/'' 
takes, and to forget names. Some even .get Josti Btit mostv,, 
people manage to get through It all right. During the first;^:! 
couple, of weeks on the Job, tha.worKer-learns Job dutjea and . 
gets to know the other employees. Most employers itxpeetC 
workers to have tome problems during this brtaklng-InF^: 
period. That's why* so, many large companies put their new * 
employees through special training, or biilentatlon pi^gi^ma.; 
to introduce thei^the aompany and to their new Job. ■ ' ;•*'• 

At some buslnesses.'^'^e older workers put new employees 
through their own kind of orientation program: they may 
tease them, ask ihem for tools that don't sKlsti or send the 
new employees on errands. This Is of^en sailed "gopher 
work" because the new worker Is asked to go*for this and go- 
for that. The new employee Just needs to kf ep a sense of 
humor and remember that this won't last very long. 

Most of the time, though, the bois and the other workers are 
eager to h9lp the new employee learn the Job and Join the 
regular .work drew. After all, the employer doesn't really get 
too much good work out of trainees (new workers) until they 
know the lob well, the sooner the trainee learns.the J9b. the 
better It Is for everyone. ' ^ 

(23) 




Ont H%f \Q sueeMS on the htw \Qb Is to Mk qut stip^a 
ntw workifs «re tfrilXto ask bsoiuse tht y doo;tiW|rii,.^,^ 
ptar stupid or unpwirli^.for thajob..But 8ul^trylio|i'jm|^' 
ntw workars to nead htlp^^and.want tham to aal^qoiir^ftl 
whsn thty'ra not sura at»out somathlng. So, If you db.n%|r 
what to do, <yo/}'f (»a a/^a/(^ fo is/r. 



Maka sura you isH 9mnn» who knQwa, though. Don't just 
ask tha naarast parson. %(ha} might giva you sn answar, but 
that answar oould b# wrong. Aak your supirvlsor. If 8(ha) 
doasn't hava tima to answar your qutttlon, th^n ask an axpa> 
rianoad ampioyaa who Is ilkaly td hava ths HgHt answar. Try 
to ohooso a workarn^ho saams to ba Intsraitad In doing a 
good Job, , . 



Whan isking guastlons, ramambsr to kasp your quastlons 
short ond to ths point. Than llstan earsfulty to tha answai^ 
you gat (taka nbtas If ntoasiary) io you> won't hava to katp 
ssking/ 
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This Is Barbara's first day at Larry's ShinsrO-Mat Carwash;;' 
Urry hais asked her to go over and mix the suds for the lergej;^ 
' brush wheels. When she9etstheie, ahe finds the soap ancl%' 
very eonf using ehart on the wall that explains ho\M,to,i^lx It,^ .* 
Sar^a re^t tti'e ohart but still isn't exactly.sure how to do. ■ 
It. What should she do? 



The f i^t week or two on a Job are usually a breaklng-ln period ^ 
for new workers. What are two things a new worker is. likely to 
experience during tht first few weeks? 

a. ' 



■ ' . i ... 

What Is the main rule to follow when you are new on the job? 
if you aren't sura that you know what to do, 




■■■■ 



id checked the last fitting on the carbureter, slammed the hood of ^ 
the new nnodel compact shut, and proudly walked up to Uerry. the 
head mechanic. 




■■i 

'Am 



■1 
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"I'm finished with Ms. Evan's car, and iO minutes early. Do you % 
want mt to start working on Mr, Hargrove's brakes?' ' * | 

"Yaah, Ed. But go up and check the work orders first. I think Mr.>^ 
Hargrove Is having trouble vidth his earburetor." -4 



id was confused. He had already looked at the orders once this^ 
morning, and ifemembered seting one order for a brake Job and,|g 
onk for a rebuilt carburetor. If Mr. Hargrove needed the carbure^ij 
tor, what did Ms. Evin wan^ He felt a little sick when he finatly^| 
found Ms, f van's work order for new brake shoes, just as she' 
droveup. ' ' . 

- , . . . S«« , KSj 

• . ■ ■ - . ■ . J* 



"Uh*oh," he swallowed and hurried toward the garage. .'hI 

"Jerry...?" .. 



Mt^takas «r« Msy to rrwHt, tspecl^ity wh«n you're n«w on ih« 
Job;; SiipiNviaori know this, anr. miy ufualiy art patient with 
naw workart if thiy maka mfttaka— Jbut not if thay kaap 
making tha um% mistaka «^in and again. Hara'a what you 
ahouid do If you maka a mistako on tha Job. 

Rtporl M9 mtatakta to your supafvlaor. Don't iat upset. 
' fiiaka exGUseSt or try to shift tha biama to aomaona also, iut 
* do tali your supervisor, so that 9(ha) can take sara of any prob- 
lems that might result from your mistake. 

i C^rraot your miataka aa bast you Mn. If you're with a eustom- 
ar^ apologia for your mist^ and do whatever is naeassanr 

' to' eorraot it. if your mistake Involvps safety, it needs your Im- 
mediate attention. Just be sure you know fiow to eorreot it 
before you do anything. Don't make things even worse by 
"eoneetlng" mistakes tha wrong wayi Ask your supervisor If 
you ar|n*t sure. (This Is especially true of mistakes with 
oquipi^'*'** ^d machines.) 

Avoid making tha aame mlslaka again by taking some posi* 
tlvo aetlon. Try to change the conditions that caused you to 
make the miatake. Find out exactly what you did wrong and 
leam to do the Job correctly. You may need to write a note to 
' yourself to help you ramember. if your mistake ^asmjsslng a 
meeting or forgetting fo do something, buy a calendar and 
write down dates and deadlines. Learn from your mistskea. 

R^IMEiyiiiSER! 

V Report big mistakaa to your suparviaor. 

Conaet your miataka. ■ , 

Avoid maUng the same miatake again by taking 
soma positive aetlofi. 



my - ■ r . 
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Rtatf tteh problam below. Thtn plact t check (.if), 
the.betttftswer, 

MelihOa It ft eashier at Tom and Jarry*s Pat Stor^ 
Juat Ineorreetly wrote up a sales slip and the cuatc 
has pointed out her wror. Meltnda should: 

□ apologize and thank the customer, then correct the errorl 

□ sayt^Ohfiknewlmadeatiilstake." . 

□ smileahdaayhdthlno. 

□ 'say, "How sharp you arel You aure do pay attention to^ 

detalla." 

Jack aulgns toads to tiuoks at WholoMla Qrocers. Yeat 
he awltohed the loada of three tnioha M that the tolis dU 
match the drf^m* MNery instructions. JasH's supervli^^ 
blaming the drivera for the error, even though they M ' 
Jick'8 orders. Jack should: :J4 

Q agree with his supervisor that it was the Ipven' fault. 

□ keep qytot about hia mlst^ and adoioo«i to the di 
In private. * , | 

□ tell the •upervlsor h^. the mistake was msde 
apologize to the drivers for thaj^ble he caused. 

□ tsIA no action since admltff^ his error will just 
more trouble. 

Jim works ss a sales clerk Jn a Moe store. He waited 
customer, ring up th»blll Inborreetly, and then eaMi i*0li, I*, 
sorry. I*ve overehargad you. t-et me ^neot myierror.*f|"~ 
this to four dlffwent customers within a half hour. He i 

feelioi9a:il&tiili|ii^ -'V.:^'- : 'i;^' 

□ say, **Qee, this CMh register Is Jiist awfuil it oan't 
add two simple numt»ers together.** 

□ ask hts supervisor to have the eash reglater flMd^^i 
though none of tlie other iailspeople hsve hsd sny ti 

" ble withit,'- " "^'.-^-a 'v ; ^'^w^^Mf^^^M" u: f ' '-""^Jl^ 

□ Isam how to operate the reglstsr properly. 

Why is it importsnt to rsport mistakes to your supsrvlsor? 




lig^ Pvm. His )ob it M tut alllOA^ but lit tin*! turn 
hdwtodottilt.WliMtheiMlw49f 



4mp 



.'I 

r ■ 



ATOM* iMt M«i wtMAf M tiM lumNr sw^^to^ 
ma im mtmA m |eb Mrly wtli. tiit led^r a tiMmir 
bteutht birti til mtfif bMi* ttirt AietOt ^ IfMta^ 
e^it Ihty w«« M tonfl. Whtf UuM tiilnst muM Areh^ 

atooutMtffiMMt ; ' 



1, 
2. 
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Unit iillDlfliif 1 OMttrtooif afieMtfigitf inlitiifai m kma^^ 




■n ■QipiiHfN wpi goon wmoiii ptrniMiioniiii 



•irry fMi bMfi ittiUng luto putt from mt mithouM wh^ 
mm, YtMrMy Mt MM, Mr. Cut, MUQht tmt ttidno iomt^ 
hMtf toeli. Now Mr* €iM IM • tfff^ Miton Id mii^ 
* ent s( ttNM Mn|i ht m^f tmm ttrry irroiM; At may flrt 
Itriy wimout Iwvlno lib arrMMa: or Jf Iw fitit 

M0m thM0l::li^f 
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i ltB»rryisarn$t@d: 

• ht may have to go to oourt. If hi Is found guilty he may 
have to pay a f Me or go to Jail. 

• he vtflll get a polleeirecord, which may prevent him from 
gtttlnti a job In the future," or from getting Into some, 
colleges. 

If Barry is firsp: 

• ht will hive trouble gettlng another Job bacause his last 
employer, Mr. Case, will give him a poor ^eom- 
mendatlbn • ' , 

• he will not be able to get unemployment oompensatlon 
(regular payments to'people who lost their Jobs f/?fOi/0A 

nQfault'Ofthslrown), 

i 

Evan If Barrylls gNan a second Gharice: 

• he may have to pay for the ^ods thrt he stole 

• he may lose the trust of his employer, his supervisor, and 

• Y his oo-workers i • . u 

^ • he may get a bad reputation, with a report ol his stealing 
put In his eompany personnel file ^ '> •■ 
■ • he will Irobably get a poor employee rating 

• he will probably not get a promotion or raise for a long 
time, ^ 



TmUng Qoodmfrom Work 
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Kdn Wood has btan tiking home parts from work so he can 
build his own sterao stt, List four things that may happen to 
him if h@ Is caught. „ 



a. 



b. „ 

c. _ 



2 



Jirigt works as tf stoak olerk at ths Thrifty Marktt. Th# owntr,^ 
Mr« Soottp hirtd her tveh though she was flrtd from her last 
Job for stealing. He believes that everyone should be given a 
seoond chanoe.' 

One day Mr. Sobtt ealled Janet Into his offlbe. The store reo- 
ords had been eoming up short and he l^ew that someone 
had been itealirig. Ja^et said s know who was to 

blamep and that she had never stolen anything from th^^^^^ store^ 
Mr. Scott said he was iorry^ bu^^^ fire 
heranyway. 

a. Do you think Mr. Scott would have fired Janet if she 
didn't already have a reputation for stealing? 



b. If you were Mr, Seott,.would you have fired Janet? Why? 
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Se^'Test 

Phil pumps gas at tha Ksy West Stn^lee'Statlen. When his 
friends come to the station, he sometimes gives them free 
gas and oil. List four things thet could happen to him if he Is 
caught stealing from work. 



[ 



SaSj It is* 



gr a(f City 



4e /Af. ^#<ifSi 



I see. . . 
viti\ he be inf 



PlMin« McMflVM ait4 itfofinm 

i 

This Is Nora's first day on tht job as secrstary at the Morrii 
Title Company. Nora is unsurt of herssif, and gets more ner* 
vous each time the telephone rings. It rings again, and Nora 
answers. 




Nora wrote down the message, but not correctly. Herd's how 
It looked: 




me — 



M. 



Jl 



VMIiVDUWEREiDUT 
TQM 



Not only did Nora confuse the meisage, but she was of little 
help to Mr. Urban^He had to ask If he had called the right.- 
nunrjber, because Nora didn't answer w^ 
company. She dldnl know if Mr. Jones was in the off Ice^a^^^ 
didn't make any effort to find out. Bilsides wasting a lot of Mr.-^ 
Urban's time, she gave him a bad Impression of the company. ^ 



Sscrttiries artn*! tht only paopla who natd good ttltphone 
skills. No mattir what your work is, youMI probably have many 
oocaslons to taka phoni messagas for your supervisor and 
co*workars. Whtn answtring a builntis phone an employte 
shoyld always: 

• answer with the name of the oompany 

• speak elearly 

• be polite and pleasant 

e record the message eorreotly and completely 
e deliver any messages as soon as possible. 

Nora's eonversation should have gone something like this: 
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Co,^ I'd \m 



hot. 



he's 

I'm «ffj(. ; 



flaw now* I 



n%jti m^inf 1 



4o Call VoU 45 
aeon «^ 



Thank you. 




C '44 ) 
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,H«r massagt would have looked like this: 





.Tbne, 

WHILE VDUWffiE OUT 

m w. Ten u^ban 






^hen you take a message for someone, be sure to write down, 
all of this Informatiofi: Use a form like the one shown abotye, 
or write the informatio^on another sheet of paper, if the calU 
er doesn't give you thelnformation, don't hesitate to asltifor^ 
it. It's perfeotly eorreet to say, "May I ^k who's ealling 
please?'* The person who missed the call will want to know'. If 
the message Is very^^ iiinpdllantr^^^o^^ aren't sure thai you 
understand it, repeat It to the oaller, it's espeeiaity Important 
to check numbers by repeating them— phone numbers, ad- ^ 
dresses, number of items ordereiSf and so on. ^ 
Nora did to btf sure that she had Mr. Urban's oorrect phone: 
number. Remembtr to write your name on the bottom of the 
form. In case the person you took the mlissage for has any 
questlonsi 
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Ttam up with anothtr studant to praetlea taking phona mas- 
sagaa. Pratand that you ara having a phona eonvaraatlon. 
Your partnar (tht callar) will raad one of the sorlptt below. 
You will anawar the phonap maKe up a company name, reply in 
your own worda, and record the masaaga (b|anl< meaaaga 
forms are on the next page). Ask the caller any questions nec* 
easary to get all the information you need to fill out the form, 
The caller will use the checklist below to grade your work. 
Then change roles and let your "partner take the message, 
using the other script. Then check your partner' sWork. 

Script 1 

Ring! * ' 

Hello, this is Mr. Arthur of King Real Estate. May I speak to 

Mr. Court? 

RIeaae ask him to call me at some time today. 

Thank you. Good-bye. 



Script t 

Ring! 

Hello, this Is Ms. Fowles of Crumb's Fried Chicken. May I 

speak to Ms. North? 

Please ask her to call me at 321-4587. 

Thank you. 3ood«bye. 

Cheekliat . 



Did your partnen . 

□ answer with the name of a company? 

□ speak clearly, politeiy, and pleasantly? 

t □ recort the message correctly and completely on the 
message forrh? 



Blank forms and correct answers art jcated on the next two 
pages. 



Writt your phOM mt|M««t Nrt. 
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Your inttruetor will raif>pt«y tomaont making a phona eali to 
you. Uaa tha fom on tha naxt paga to raeord tha matiaga. 
A$k qu0amn», It nte^iur^, t§ g§fafl th§ Intematlsn you 
Atfacr/Whan you hava laltan down tM masaaga, oompara your 
work to lha ehackilat balow. Than Ihow your eompiatad maa* 
aaga form to your inatruetor..8<ha) will ohaek It ualng tha 
aami ehaokllat. All Itama muat ba ehaekaO for you to paaa 
thiaobjaotlva. 

Pari wmanoa Olwekllat 

□ Answarad with tha bualnasanama of tha firm 
(Maka up an offlea nama.) 

□ Anawarad€laarty,polltaiy,andplaa8antiy 



□ Wrota down tha nama of tha paraon tha maaaaga la for 

□ Wrota down tha data and tima 
d Wrota down tha eailar't nama 



□ 



Wrota down tha nama of tha oalfar'a buainasa off ioa 



□ 



Wrota down tha ^ona numbar of tha eailar 



□ 



Wrota down tha maaaaga 



□ 



Wrota down ^ur nama 



fi3 
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Dale. 



WHLEMDUWffiEOUT 



M 

oJ 

PttJWOl 



Operator, 



Date. 



WHILE VOUWE^Oljr 



M 



Mgwgt. 



M. 

of - 



\AW£\OU WERE OUT 
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"Ddlores, what happtned to your 
arm?" 

"I brokt it at work last wttN." 

"You'ra Nldding. i ihoughi you 
workad In a law oftiee, not in a ma< 
china shop." 

"Don't laugh. Baliava nnt. a 
broken arm hurts whathar you get 
it in a faotory or an offioe." 



Each yaar ont out of tv«ry four workers has sn MoMtnt th«> 
Is strlous enough to dtmand s dootor's ttt«ntlon/Si|oh Iri* 
Juritt are not only painful; they ean alao^ •xpenstvt for th« 
worker, baeause tinne away from w^rk tfffioat always 'jheans 
some loss ^ pay. Yet most of thsM inJurhMoould havia been 
avoided. The bast way to prevam aoeidafMs la to tta eon- 
oerned with safety, to obey safety rulM, and to know iwhat to 
do If you dlsoover an unsafe oonditlon or a Mfaty violation. 

One problem Is that most peopla don't think an aeoldant will 
ever happan to them. That's why they are somatimea paseiesa ; 
and Ignore Mfety ruias like these- ; 

Turn off all nMoMnary baf ofa maklnf rifMirs or adjustmants. 

WMrhardliatiintMawaa* ' i 

D wi'l opafate mm or maotiliiary after taking ihla ooM 

mrtlelna..-,-,' -^^ ■ - 

Turn of f your oar engine baf ora pumfing gas. 

Don't put out o^rattas In tha tiaaN eontalnars. 

Nosmokingi 

Part of any job Is learning and following saftty rules. A// work- 
era naad to be ooneemad with oareless or unsafa j^ts, not 
Juat ^pla wfio work in ^nstruotion or with maohinary. For : 
exampla, bffioa woriMra oin be injurad ts^ flia oibtnats t^^ 
fall for¥^ whan aevami heavy drawirareM puiii^ out at tha i 
sama time. Some rulas apply id any job, howevar, such as, 
"Olseonneot elaotrioal equipment by pulling the plug, not tha 
eerd." 

(61) 
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Ntw worktfs ndtd to itarn the safety ruias and ipeeiai haz* 
ards (dangtri) of thair jobi. Thay ahould also find out where 
the fire extinguisheri, fire exits, and the first aid kit are loeat* 
ed. It's a good Idea to look up and post emergency telephone 
numbers, too. 

An alert worker who sees an unsafe condition or a safety 
violation can prtvent aeoidents by doing something about it 
right away, If you find a safety hazard, lake action in one or 
more of these ways* 

• try to correct the unsafe condition 

• warn others 

• teti your supervisor 

• tell those who caused the safety violation 

• get in touch with your safety officer or repair staff 

• check back to be sure the violation has been corrected. 



Try to ewTeot the unsafe condition. Often you can correct a 
safaty hazard right there on the spot. You can pick up broken 
glass or teli a teginnlng worker to put on safety goggles. If 
you SM 1 slippery spill on the stairs, wipe it up yourself or 
report it to someone else who will do it. This is the best and 
fastest way to correct a violation and prevent an accident. 

Wfm others. Sometimes you cannot sorrtct a dangerous 
condition fight on the spot. You may have to leave the area for 
tools or call someone else to maka repairs. To keep others 
from being hurt while you are gone, you should warn them of 
the danger. You may point it out to your co*workers or leave a 
big sign that everyone coming near the area will see. 
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NO 
SWOMNS 



Ttll your lu^rvitor. Some ta(«ty haiardt ctn b« eorrts!«<j 
only by th« ptrton m chargt. But tvin if you havt airttdy cor* 
rtctM tht titualion youratU, It ia a idta to rtport H (o 
your auparviior. i(h«) may want to ehanga im way Ihinga art 
dont on th« lob to maka tura tha vtoiaiiort doasn i happan 
•galrt. Or s(ha) may think tt'a a good tlma to rammd othtra of 
tf^a poaatbit dangart of tfiair work. 

Tail trioaa who oauaad tha alluatiofi, if you »«# aomadna 
braaking a safaty ruia, or yog know wr^o hat oauttd a aafaty 

haiafd, §§ ihtad and ash ptfior* m cofict M S(hty wMt frt 
last likaty to maka tHt aamt mtsiaka again. Naw workara 
somatimas braak iaftty ryiat bacautt thay don't know iht 
ruiaa axitt, if you don't tail tnam thay may hurt ihamaaivaa or 
causa somaona aiaa to gat hurt. 

dtt fn tou€h with your aafaty offiotr or rapafr ataN< Soma* 
timas aafaty haiarda ean ba corrtotad only by apaoiaiiata or 
axparta, This it aapastaiiy trua with maohinaa and ataotrtoa) 
aQuipmant. You ahouid net try to corrtot haiards involving 
spaoial aquipmtnt unlaas you know »»Klty what you art do* 
ing. You could and up a victim of iha aafaty hazard you ara try- 
ing to oorraol. 



Chtek baek to bt ayra tht violaliofi Kaa baan corrtottd. if 

not, find out why or raport thi haurd again. 



OOlNe THE a^OUMDWORK 
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Utt tht iM thtnQi yey €04ild 4q if you 4li$e^r • Mftty 



f. 



ia§h dl thtM <lr«wifigt tiidiivt • uftiy niM Ming in 
ilM tpaeM Miow, writt th* Mf«ty niMt mi tht worktr 
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In the space before each occupatlQn, write the letter of the 
safety rule that applies to workers.in that ocoupation. : ' 



OCCUPATION 



.auto meGhanle 
.hairstylist 
.of flee worker ' 
^hoffitmiktr 
^grseriskeopor 



SAFmrRULf 

Weir proteeilvt alothing whtn 
miKirig andapiplying ptstleides. 
Tu rn of f ty 0twrl t©r Nfore chang- 
Ing ribbon. 

Never ml^ elf ining produets 
that eohtaln chiorine and # 
ammonia. 

Cheak water temperature before 
wetflng the cuatorher*s hair, \ 
Never jack up or lower a car \ 
while iomeoof Is working un- 
der It. 



Thinly about an occupation that you are training for, or one 
that youVe lnterissted in/ Ust three safety rules that a worker 
in that occupation should be your In- 

structor's approval, you may choose instead to list three safe- 
ty rules for a home or school tisk, such as runnlnfl a projec- 
tor, using the kitchen stove, or mowing the lawn.) 



a. 



In your town, what telephone numbers would you call— 

to report a fire? l 

to get an ambulanee? ^ — 

to call the polica ? ^- ^ , 



(Look up these nurnbt rs In your local telephone book,) 




erIcI 



Casti Douglar Anderipn, young effiee aaaiitaint. who's bein w^^ 
the oompany for two yaars 
Mlllia Foitar, haw olarMypiit 
Mi, Gridlty, off let manager 




Scene 1 (Mlllla'sofflat. Entarthioffloiiupervl$or, Mi, Orld 

Ms, Gridlay: Mllllap you ara going to havf to type thaie letters over again. 
The style Is all wrong^ These letters muat go out by five 
o'elook today; so please hurry* , 

Milllei But Ma, Gridleyl The letters look so mueh better this way! 
See how muoh^spaoe wa save on eaoh page? 

Ms« Gridleyi Those letters must be reidy by five. We can talk about the 
style some other time. Now please do it the way I showed you 
yesterday, 

Mllili.* Yea, Ms. Gridley. (Ms. Qrldley leaves.) ^ ^ 
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(Millie's office. Later that day. inter Douglas.) 



Millie: Ms. Qrldley Is making me type all of these letters over. I tried 
to show her a better way to type them, but she 
listen. I think she wanfs them to look old-fashioned. 

Douglas-. No, Millie, you have It all wrong. Ms. Qrldley was upset 
because she was afraid that you wouldn^t get the letters dont 
right and out on time. Just wait until tomorrow when things 
have calmed down. Then show her your new form for typing 
letters. I 



Milllei Do you think she'll lool 




Douglas^ Sure she will. Employers are always looking for a better way 
to do the Job. Your big mistake was doing It your way without 
.first discussing It with Ms. Qrldley. 

Milllei Are you sure? 

Douglas-. • Sure I'm sure! This company welcomes new Ideas, but you 
should slther talk them over, with your supervisor or write 
them ^own and put them In the suggestion box. Don't Just 
start doing things your way, though, m's. Qrldley might know 
-some reason why it's not a good Idea. And If It /s a good idea, 
other departments should hear about It, tool 



ScsntS (Millie's office^ The next day.) 

Millie: You were rights Doug. I showed Ms, Qrldley my idea and the 
liked It. She plans to show It to Mr. Big tomorrow. 

. Douglas: What can I say, except I told you so , . . 

Millie: By the way, Doug', I think .I've found a better way to do your 

job, tool , ' ''\ ,, ' * 

, '». '■' 

Douglas: Here we go again! ' ~' . , 
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38 . 

tf you think you've found a bdtter way to do the job, don't jUst 
. start doing It your way. Instead: 



Tell your supervisor 
about it/ 




OR 



Put yoyr Idta in th 
suggtition bQ%,/ 



Activltsf: 

^ Chuck works at Parkway Drug Store. He has found a new way 
M to order supplies that oould save the store a lot of time. Put a 
•* check (*^) In the box by the stttement(s) that show the right 
thing for Chuck to do. Ghuek should: 

a start using the new method right away. 

□ tell his employer about the new method. ' 

□ tell his employer about the new way only If he agrees to 
give Ohuek a raise. 

□ tell his C0"W0rtsers to use his new method stf thi^ boss 
will see how good it Is. i 

2Caria works at The Mad Hater's. She has found that she can 
store a lot more hats on eaoh shelf by putting smaller hats 
Inside the larger hats. Put a cheek (»^) In the box by the 
statement's) that show what Caria should do about her new 
method. She should*. 

□ surprise the owner by using the new method, 

□ give her suggestion to her supervisor and ask her to tell 
the owner about It. 

□ writedown her idea and put It In the suggestion box, 

□ teach the new method tol her co-workers. Then the ovvher 
wHIhavetdlethtruselt. . ' 

3 Why should you check with your supervisor before doing your •« 
work anew way? 
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Allee has netlctd that ths alaotrlc wira on tha offica cof1^:f 
pot is badly frayad. List thraa things she can do.i^ut ,thl8 
safaty haiard. 



1. 



3 ' " 

Sally is a mall olsrk at tHa RMt offlea. 8hrnotl6a«;thatimal| 
dallvory eould ba apaadad up If the mall were sorted dlffajrlnt* u 
ly. What should Sally do Ibout htr new Sortino iiiathcsl?;^i?^iX^ 




Employtrs supply th«lr worktrs with the equipment and map.^7^^| 
tdrlals n««ded to do tht Job. Thtsa suppll0s eost the«mplojfiV,x g 
•f monty; to imploytrs trs anxious to sMlhat tTiey are used 
properly. Abused equipment and wMted materials show an i 
employer that a worker doesn't care about the Job or the 
eompany. " . 

Many workers don't share their employer's eoncem for mat©, i J 

rialB and equipments They think their eompany;l8 too big or : | 

too rieh to notice a little waste here and there. Or they feel ,| 

that taking ea?» of eompany property Is not thelr responslblll' . 

ty. You ean tell thesejimployees by.their ebmments: "It s just ^ 

a small soratch. ietWee, It's'only a company car/* or "Don t 4 
bother to fix It. Just toasit ©ut and get a new one from the 

stockroom." Or. "Tak^'two, the company Is paying for It." . ^| 



42 

EmployMS llKa these don't realize that their careless waste 
hurts them as much as their employer. The worker's Job de* 
panda on the success^ot thencompany because success 
mms orof Its: But a cbmpany's profits go down when it must 
spehe jonay replacing wasted or dwiaged property. And 
lower profits mean lower salaries or fewer pay raises for em* 
ployees. If a~ company's losses are too great* workers can 
even loae their lobs. So everyone benefits when Mmpany 
property is cwed for properly. 

A worker caught misusing, wasting* or damaging company 
property Is likely to suffer more than just hla/her emptoyer's 
anger. Inaddltlon to gettlng a warning or rtprlrhandi the work* 
ermay miss out (m a raise or promotiont be charged for the 
dwni^e or loss, or even get fired. 

Employees wM care abouHheir company a/Id their Jobs: 

• take good care of all compahy equipment 

• are careful not to waste materials. 



7e 



RMd Meh problem Mow. Than piaea a ohaek (i^) basida tha ' 
baatanawar. 

Arnold htt baan driving tha oompiny ear for two waaka. H 
runa fina, but makaa a atranga aound whan ha ahifta saara. 
Whan ha ratuma It to tha motor pool ha shouidi 



□ aay nothlnoi tinoa tha oar Is runnino ffna and tha ma* 
ehani^ ara buay airaady. 

□ say nothl^i baeauae (t ia tha maohanlosv raaponalbllity 
toflndpreblams. 

□ tall tha maohanfsa about tha noisa. 

□ talttha maohan«a that tha ear ia runninQ fIna. 

□ aaynothlnii'alncalftlyataeompanyear. -^7- 

m Sarah ia'f lying to Naw tQtk to attand a eonvantlon for har am- . 
E ploya^ Tha eompany la paying for harmaala and hotai. Sarah 
^ ahouldi 



won't hava to p% for harmaala. : 

□ stay wharavar sha wants, no mattar what It eoats. 

□ stay in a eomfortabia hotai that won't oost the eompany 
too nweh. 

□ find tha ehMpaat hotai in town and aat hot doga all 
waalt, Mving tha eompany iota of monay. 

□ t^a this opportunity to aat at soma of tha finast reatau- 
rantainNawYoricOity. ^ ■ 
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What dlff«r«n6« do«s it m«kt If a woHc vm is niMt or massy, 
as long as tha wertc-gata dona? Naatnass Is iust a mattar^f 
par^nal tasta. right? Wmngl Kaaping a 699k or work arsa^ 
naat ai^d ordarty has soma raal advantagaa for tiia^iier^. 

Naatnaaa plaaaaa otntomars and amployara. Many paopta^^ 
thinic that tha condition of a work araa is a raflaotlon of ft PS^r : 
son's work habita. thay flgura that somaona with;4ii^|%j 
shop probably <io«« (nMsy worit Think how you #^kl ImI^ 
about sandififl your clothas to a dirty taundry. or iaaving youM 
starao at a rapair shop where parts of several sets are scat- 
tered around th^ work area. ,1 



:NtatMif mvm tf am tnd treuMt* In a ntat.work arta you 
don't havo to wuta tima looking for tools or aquipmant. 
Evarythlng Is In Iti plaea, Giaan and rtady for uaa. 

Abova alli naatnaaa la naoaaaary for aafaty, A aloppy work 
araa la tiatially adangaroua ona m wall. It'a all too aaay to trip 
ovar otMaota taft on tho floor, or to gat fiurt on abmathlng 
alwrp or hot tKat Has tMon laft lying around. Oftan etuttar 
hldaa othar dangara, lika a f nyad oord or a brakan bottla. 

Kaaping your work araa and supplies nsat wid ordarly Is a 
hatMt that may. taka tlma and atfort to devalop^^lt will ha worth 
tha affoft, ^ough, ba^usa*. 

• naatnaaa ptaaaaroustomars andamployars 

• naatnaaa savaatlma and troubia 

• naatnassmaanssafaty. 

Whan you finish a taaki or laava for tha day, taka a faw min' 
dtaa to liiaah your t&^» and aqulprrant arid put tham away. It 
will maka agraat baglnning for tha naxt day. 



Or. Baker was tmning lew on prlnM $taiiontry and deeWtd to 
sava tima 1^ piaoli^ har ordar phona. Stm spallad har nama 
slOMrly. than gava har offloa addrata n U4Q Straat But 
jana. it Jaeic-Rawit Printli^^mparv, wrota 2440^nd Straat. 
Whan Or. BMar piekad \m har sMttoaary a fvw teyt latar and aaw 
tha mistakt. sha was angr^. So t*'^ tiaiw's 



Giann's fuparvtaor show^ad him how to iMa thamtputar Mrnynai. 
but @tefm didn't ttetan nvaful^. Altar all, ha had ttaad a larmkiii 
iiNa tWa ona many tiinat at Ma laat job. Now hia auparv^ haa laft^ 
for an important maating— and Slann can't gat ttia odmputar to 
work. 



Qary dteiditf ha muidn't out ^ oiMnifv tha ovan at tha rMttu- 
rant anothar day. Whan tha ovar^wa8 haatad. ha ^ra^ tha 
sidaa and bottom with tl^ ovan elaanar. iud^ly roia from 
tha hot ovan. <lary'a noaa and skin atartad itching, and hia ^aa 
bagan wataring. Ha atartad to ohoka on tha fumM and ran out of 
tha kitehan. vowing to raad ali tha diraotiont on tha ean naxt tima. 



Foitswino Initruatlona, both wrtttan and spokan. Is an lm{^! 
tant part of My Job. Employara Mn*t apaiM all of Uiair tinit 
watohlng thair amplbyaaa to maka auri that thay do tha woftc^ 
oorraotly. That'a Why thay ^ua wtployaaa who can ba 
' * par-'ad on to Hatan SKrafuliy to what thay'ra auppoaad to do: 
and iuiiow inttruotlona. 

Soma wpfkara navarlaaam to gat thinga right, Thay nmS^^ 
mlatakM lika dalivtrtng ordtra to tha wrong addraaa Of mii^;!t 
maehinary inoorraotly. Mlatakaa Ilka thaaa oan makafi^V - 
tomara angry, gat tha bMa upaat, and oauaa tha workar a lot ; 
of ambariMamant (and aortiatlmaa, axtra work). If thfa ha|»?;^ 
pana of tan, tha worftar wilt gat a poor ampioyta rating and' 
mayavangatfirad. 

Thara ara probably ihraamain raaaona that soma workars 
maka a maaa of Inatryettonai 

• iNy don't uk ^uaatlonai baMuaa thay think thay'ra aup- 
poaad to undantind •vtrythlngpa^aotty tha firat tima 

• thay don't raillyliatantboriHriltruetlons 

^ • thay don't rplg^writtan Initruetlona iiyha way through ^ 
baforabagthnmg. . 



ItwM preMimt ean bt solvad by fotlewlno tht •uflOMtiont 
en thit m« Wf4 th« n«xt Ydu'li find th«m twipfui at tehool 
tilt job. 




UttM Mrafuliy. diva your full atlafltton to tha Inatruettona. 
Don't bo doing tomotblne alaa or thinking about ottiar thinga. 
Try not to lot baekground nolaa or aetNlty diatraot you. 



Llatan for tht main polnM. inatruotlons ara not alwaya givan 
In a elaar way. If you'ra not aura what rQu arc aup^atd to do, 
aafc Pind out what'a axpaotad of you dammyou bagln. 

Ualan for Iha oidar of tlw dliaotlofia. Ottan iha ordar In whioK 
you do tninga ean maka a Mg diffaranoa^ ao pay atttntlon to 
wofda aueh aa //raf« iaoond, fhaff, naxf, ate. 

Taka nolaa. Somatlmaa your tuparviaor may giva you ao 
many Inatnietlon* at ©net that Impoaalbia to ramambar 
tNm all without making notaa. Writa Mwn datallad Inatru^ 
tiena and numbwa and namaa. aapaelally if thay art unuaual 
or diffleult. John Thompaon won't apprac*ta raoaMng lat- 
tan addrMsad to Tom aohnaon, 

Think ahMd. What problami €Ould eoma up? What oould go 
wrong? Atk what you • hould do It eartatn problama arita. 

RMaat tha Inatniationa to iha paraon giving tham, lo ba wra 
that you hvra undaratood tham oorraotiy. Thia la aapaoiaiiy 
Important with numbara. 

• » 

niid oyf your dMdllna for eomplating tht task. 
CT4) 



Oft vta ^ yM wtN ^IM IUM« to raed 4tf«^im» TNs* niiy 
M iMUiMtiefM wrimn by yeur tuptivlMC, pflntttf In • 
mmuil drtoeli, erwrttttn on ttw tWo of amwliino^^Afrttion 
dlnolloiHi Mft^bo helpful Nmum you <ion*t htvo Isf liniMi- 
teris mu^ antf you don*t nood to taki notot. lut, linliKt oral- 
tnttiuetloni. you Mii'tahM^ aik quMtlpnt about tbo thtn^^ 
yott dMi*t unANMKitf. Yoii*lt find wtttton Ittotntetloni M»lor 
to f^low, liowMr, If 1^ rwiiMiOar thaaa a^gMtloiiK - 

1 . Raatf throuQli all of ttia instruotioAa bf fdra btiln* 

2. um mm m dtiMtlona aro In tfia rHjbt. Ofitfif, You'll 
MMtoltfiow«mitto4ofir»t,aaooniS,mM^^^^ 

^ Mad (m/i%;Malw turn you rMdnymbara»ii^^ 
ano namaa mvotly. If you don't, you oouM mitwTal 
iorioua and MpmNo mtataka. Thofo'a a ble dlffatimj 
batwaan maMiifl 109 oeplM and 1000 ooplaa of a lol%i 
or batwaan aandlns ordar M140 dOO ataal baama) Ind 
«IOl4(go,Q0ObrM«). 

4. If you doa't undaratand aomatbinoi aaft aomaona who 
would im^Vf 

§• O^aelf btsk to tha diraotioni fraquantly at you arar 

woftUng. I 
t. Wban you flnlab tba task, laatf tmyBti ih§ tflmtlona 

M9 mm Um§ to ba sura you havan't Ian anytblnl out 



Your Job and aafaty oftan dapand on your ability to undar* 
atand and follow Initrueitonai so ramambar to uaa tnaaa aug* 
saatlsna wbanavar you'ra glvan Initnjotlena to follow. Thay 
oan you from 0ttlng in troubii on tha job, and .oan raally 
•avayotttlma; 



